To,
Jack Donalds
Junior Sales Manager
Quentin International Book Company
A-234, second floor, Pearl Tower, J Street,
London, UK
Date: 1st May 2014
Subject: sales employee termination letter
Respected Mr.  Donalds
I, Fred Timothy the managing director at Quentin International Book Company am writing this letter to you to inform you that your employment at the position of Junior Sales Manager has been terminated.  You are requested to complete all the tasks at hand and vacate your desk within 2 weeks.
For the past few months, your performance in the sales department has been below expectations and this has not proved to be very acceptable for the corporation.  Besides this, we have been receiving repeated complaints about your behavior with fellow colleagues and your attitude towards your subordinates and support staff. Even on repeated warnings, you haven’t managed to show any improvement and hence we have decided to terminate this employment.
According to your employment contract, the EMPLOYER holds the right to terminate your contract after the first 6 months of employment and hence this is a legally allowed decision.
Feel free to contact me for any doubts or clarifications.
Thanking you
Fred Timothy,
Managing Director, Quentin International Book Company

